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SUBJECT:

References: (a) Management Officer memorandum, dated 12 October 1950,

25X1A7a

25X1A7a

; 25X1A
L

ENT

Management Officer DATE: 6 November 1950
Assistant Director for Operations

Summary of Management Staff Studies of Administrative Staffs
in the Office of Operations

subject as above

(b) Management Staff Study of Administrative Staff, OO/FDD,
dated 5 October 1950

(¢) Hanagement Staff Study of Administrative Staff, oo- 2B5XAA
dated 12 October 1950

(d) Hanagement Staff Study of Administrative Staff, 00/C,
dated 13 October 1950

1. We appreciate the constructive suggestions contained in
reference memoranda which were referred to the three divisions
respectively for comment. Our memorandwn Lo you of 20 October 1950
replies in detail to the points raised in reference (b) resulting
from your Staff Study of the Administrative Staff, Foreign Documents
Division, Comments submitted Dy the Chief, I 25X1A7a
on the findings and recommendations of reference
(c) and by Contact Division on reference (d) are forwarded as
abttachments hereto,

2o With regard to reference (a), your recommendation that no
actlon be presently taken to consolidate the Administrative Staffy,
Office of Operations is noted. Ve concur., Your recommendation thatb
the three Divisional Administrative Staffs be more closely coordinated
by periodic staff meetings and other appropriate devices is accepted.
We shall look for the continued assistance of the Chief, Administrative
Staff, CIA, and the Chief, Special Support Staff, the Budget Officer
and the Personnel Director, as required, o develop procedures which
will facilitate operations and reduce clerical workload, Te are
grateful for your offer of continued assistance in this respect,
and especially with regard to the more extensive use of machine
records. Although we understand that January 1951 is the target
date for increased service by machine methods, it may be noted that
we have not yet received the divisional personnel reports which were
recently discussed by our respective staffs, and which were to be
prepared on a trial basis by machine methods.

3. liec invite your atbention to the detailed comments of the
Chief, - especlally to those conbtained in paragraph 2 e of his
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atbached memorandum of 1 November 1950 in which the urgent need
for an additional (S=-11 Administrative Officer position is
emphasized. This position was requested informally, in mid=-
Septeuber, on the Lasls of the increase in workload on this
staff wiich has taken place over the past two years s and in
order to allow for the requisite exchange of administrative
personnel between departmental headquarters and overseas bureaus,
Since the principle of departmental-field rotation has received
your approval (reference (a), paragraph 2 b and reference (c

25X1A7a paragraph 2 e) and since a GS-11 position is needed for an
eumployee who is due to return | o Washington around
15 December 1950, 1t is hoped that favorable action may be taken
on this matter by that date.

25X1A6a

Lo We believe that you will find all of the items in bLhe
attached Chief, Contact Division's memorandum of 31 October 1950
of interest., Larnest efforts to simplify and streamline are
being made, and, as he states, your recommendations were well
received and appreciated.

25X1A9a

Atbachments:

25X1A7a 1) emorandun from Chief, - 20/0, dated 1 wovemper 1950
subject "Comments on llanagement Staff Study of Administrative
25X1A7a Staff, | Office of Operations™

2) Memorandum from Chief, Conbtact Division to AD/O, dated
31 October 1950, subject "Management Staff Study of Administrative
Staff, Contact Division, Office of Operations"

3) Memorandum from Deputy Chief, FDD to AD/0, dated 31 October 1950,
subject "Summary of Management Staff Studies of Administration
Staffs in oo :
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Oﬂice Memor;;ndum ¢ UNITED STATES GOVERNMENT

TO : Management Officer ‘ DATE: 20 October 1950

"FROM 1 pggistent Director for Operations

Division, Office of Operations

SUBJECT: Menagement Staff Study of Administrative Staff, Foreign Doq hents
REF t Your Memorandum, ssme subject, dated § October 1950 /m

1. The findings and recommendations of Management's study are
concurred in by this Office. We shall be glad to cooperate with
the Persomnel Director, Budget Officer, and the Chief, Administrative
Steff, 1n working towards the implementation of the recommendations
contained in parsgraphs 2 a and b of your memorendum,

2, With specific reference to the points raised in your Para-
graph 2¢ through e:

Para, 2c¢: Some records now maintained by Administrative Steff, FID,
are duplicate and cumbersome but no streamlined substitute for them
can be initiated immedistely. Time and Attendance records will be
simplified as much as possible, Machine records can be established
for some records and agreements with Budget Officer, ete., will
eliminate others, Maintenence of individual leave balances of
employees will be discontinued at such time as this information
(which is frequently required by the Division Chief in planning for
workload and leave problems) can be obtained by use of machine
records to be prepared in cooperation with the Fiscal Division. On
the basis of your memorandum (Paragraph 2e) it would seem that the
facllities of machine records might be expanded to the extent that
they could be used for these and other necesssry divlisional records
by 1 Janmuary 1951,

Para, 2d: We concur in the proposed elimination of the position of
Asgistant Administrative Officer. With regard to the timing of this
step, an increased recrulting progrem through special assistance of
the Persommel Staff has now resulted in the interviewing, language
testing and local processing of three to four applicants per day in

- FDD. This is temporarily consuming the full time of the Assistant
Administrative Officer. Delaying the abolishment of that position
until approximately 15 November 1950, when the pressure of the present
recrultment campaign has eased, would greatly help this Division,
This suggestion does not apply to the recommendation regerding re-
cruitment in 2b of Management's study, but only to the present effort
to £ill FDD's Table of Organization, 05X 1AQ

a

Para, 2e: Concur,

GECRGE G, CAREY
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Assistant Yirector for Operations 1 November 1950
FOIAb3b1

coter N
25X1A7a Comments on Management Staff Study of Administrative Staff, - 25X1A7a

I 07::co of Operatioss

25X1A7a  BEFS 1 a. Memorandys to AnO from Chief, Il datec 13 september 1950,

25X1A7a subjects Administrative Saff
b. Memorandum to ADO from Management Off'icer dated 12 October 25X1A73
25X1A7a 1950, subject: lanagement Sta?f Study of Administrative Staff,

00, and official routing slip to Chief, | £ron 200
dated 26 October 1950 attached thereto

a. Paragraph 1 b, Reference be. A4ll Pield administrative
personnel have been orienled in the Departmental Office either
prior to field assignment or during perieds of bome leave. The
capabllity of effecting such exchanges between field and depart—
mental offices has been extremely limited due to the number and
grades of the persoumel authorized by the present T/0 and was one
of the reasons for requesting a 7/0 increase. In addition,
obtaining personnel who are qualified for and desirous of field
assignments and at the same time willing te accept the grades
authorized in the present T/0 has been extremely difficult,

25X1A7a b. Paragraph 1 ¢, Reference b. has emphasized the 25X1A
concept of maximum Service 1o Lhe in order to

avert a deterioration of morale s ¢ maintain unity of purpose.
Dispersion of interest and low morale are believed to result

from insistence of self-sufficiency at field installationg,

However a greater use of the authorily granted to make local 25X1A
purchases showld and will be made implification of pro-

cedures such as requiring ﬂ %0 prepare requisitions

on the proper form, which has already been in effect for approxi-

mately one year, will be emphasized,

€. Parapraph 1 d, Reference b, Concwe,

2. Recompendations

2. Paragraph 2 a, Reference b, Coencur,

be Paragraph 2 b, Reference h. Concur,
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t. FParagravh 2 ¢, Teference be Concur. Howemz:' it is
doubtful Lnat most records being kept and reports being
25X1ATa rendercd by il lend themselves to machine records. 25X1A7a

d. Paragraph 2 d, Reference b. [ comzents on the
S Gctober 0 memorandum from the danagement Officer to the
Chief, Administrative Staff, were submitted to the ADO by
memorandun dated 11 October 1950, subjectt Posslble Asslstance
to Administrative Staffs of 00.

e. Paragraph 2 e, Reference b. The addition of a GS-l
Clerk~Stenographer to the T/0 will materially ald the operations
of the Departmental Administrative Office. Howewver it will not
solve the problems of special or non-routine tasks, rotation of
persomnel to field assignments, establishment of cost accounting
systems, etc. A OS«11l Adminigtrative Officer is alsoc urgently
needed and it is the opinion of this office that further
experience to determine the need for this pesition is not

required.
- o
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Apsigtant Divestor for Oporations 31 Cotober 1950
Acting Chisf, Contact Division

Hanagement Steff Study of Adnirdetrative Staff, Contact Division,
OfCiee of Opeyations

1. Contect Division approsiates the intevest showm by the danaganant
Staff in the problens of the Administrative Staff, Any astion taken to branafer
property escountaiility to the field oftes will be xotefully recoived. The
further exploration of the use of vouchered funds to reimburse sourees for travel
expenses will also be appro-olateds These two quesiloncble pregedures have caused
consider:ble work in the administrotive office,

2, Parasraph l.be states thst ®the 'middlemant rols of the Administrative
Staff in each trensaction ¢restes duplication of effert and records and cuipes
unnecossary delays and confusims ia effecbing the desirod sctian®, This statew
nent is definitely open to question, There 4o 1itile or no duplisation of effort
or reagrds betwocn headquartors, the field and servicing unitss Yo sopies of
Public Bulldin: Admiwistrotion charpes are filed in Contact headcperbers, I ‘
soples of rent utilitiemsy telephone or tolsgraph WM1ls are retained in hacdquarters.
Yo copies of typewriter maintenmoe rurchass crders rc retained, purchase orders
for properly are retained for posting purposes, Coples of travel vouchers, both
wuchered and unvouchered are yotained for budoet ressang, Coples of Potby Cash
Vouchers are also »tained for budget purposes. The resords rodained are ab the -
minimum necessary Lo good operation, So far ag delay and confusion are concerned,
the work in the Administrative Staff as well a3 to and fram the field ofVices and
to end from the servicing divisims of tho Aconey have never beon less confused
or more expeditiously handled, The r coamvondsitans made by the Mana ememt Staff,
1:0., Sransfer of property Scoountability, and preparation of basic documents in
the field in lien of memorunds of remiest, will cven further streamli-e the
oparation. Masld Of ices have besn notiffied of #his ¢hangs,

3« Paragraph 1.d. The presente of a pouch receipt and 2 puli-off copy
of ineamin- field corresporndencs does not eonstitute & duplicatien, nor does &
cory of a routing slip and a chronolevieal comys A pouch rocelpt or & rootine
8lip sanmot be substituted for & copy of a menorondum. Nor can & copy of &
memorancuz suf:iee in llen of the Pils and Roubing Slip, Form 5=-1. Any duplie
cation betawcon Contral Flles and in tho Brenches is mwsligidle, Chronolo-ical
files arc malntained for six monshs 4n the Bronches, The affort yequir:d o
provide this duplicaifon is meors than balanced by les:enla: the moher of refepe
ente rec.ests made to the Centrs) Mles,

he Tha ochenpes veso:ended by the anapement Siaff are well rooeived
and appreciated, An ezynest offort toward & roductien of files and moords
has #nd will combinue to be made. The only vacart slet in the Administrative

ek e Gmd Y R
IRt ] g
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Assistant Director for Operations 31 O ctober 1950
Deputy Chief, FDD

Sumnsry of Menagemont Staff Studies of Administration Staffs in 00.

1. Insofar as this sumnary refers to FDD, this Division concurs
in the findings and recamendations.

. 24 Suggested adminigtration records ehanées have been instl-
tuted by FDD as far as possible in accord with Management's findings.

3. Then nachine records facilities are avallsble further
simplifications will be effected.

_ o
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